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25X1 A 

25X1 A 
25X1A 


25X1A 


CENTRAL INTELLIGENCE AGENCY 
Washington,, D..,C# 


NOTICE 29 November 19?0 


SUBJECT: CIA Duty Officers. 


1. So much of Administrative Instruction ! J dfl'tfed 

1 July 19)-i9 j subject as above, as. is in conflict with this 'Notice 
is rescinded. ''j \ ^ 


2. Duty officers formerly located in the N) Building are 
now located in the South Building. The telephone numbers remain 
the same - as follows: 


CIA switchboard . 


k'or calls not routed through the 


b. | | r 

switchboard. 


or calls 


routed through the CIA 


ILLEGIB 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Executive 


DISTRIBUTION # 3 . 
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ILLEGIB 


('-'•JiZJd. X:iiU4JGLllCL (SiOuP 
Washington, D« C.r 


miomwu 

IUHBCR | | 

SUBJECT i Saturday, Sunday and Holiday Dut; 

EFFECTIVE UNTIL 30 JUNE 1947 UHL) 


1# CIO A&iiniotratlvc Ordor 
"Saturday, Sunday A QoU4ay Du^TI 


atod ff January 1947, Subjooti 

“1 ie rcjoindod* 


2. Effective 10 lUi y 1947, Saturday, SdWkay 
pcrfornod by a duty of floor anti assistant vJ 
rc para to nor.oranda fron tinr td tfcvD • 


ml Holiday | (k^y Irlll bo 
iwilljLKc*4aic # d by 


3« Duty *fficcro and th|i*Ta«'i stunts wiu-hr^pn ou ty fron 0830 until 
1700 on Saturdays, Sundojrs Jane Holldayr* jter plnoc of duty for tho 
duty of floor will be Rq^tt^yISS I "l ikiBldingi tho assistant 

*111 bo In Boon 7133* /tyowover, when the Secretary to the Director 
rrc &tTvt, the floor nay w lotion in any other office of 
CIO ifl I ~~~ i Bulldinr and/«Hl be notified by the Socrctaiy 

when it ie agq/A iV'hcoossrjry tk taker's t&tion in Roon 713p* 


jvfcj/offioor willjLle^ fc>/Q signature li st of all persons entering 
an jf*\f v )pk ofFisoo of Wly | Building, aooopt dolivery 

of 4lAtyfic.d and unolcjjn Mled notarial, accept visitors to any offloo 
of Aoywenswer all callVioning in to Roon 7135, rjnd will toko suoh 
lnit&Ai steps us nry bi Jappropriatc in any case* V/hon he doons it 
ncocfcsr.ry, ho will notify tho proper parson rc?.ativo to urgont natters 
so that action nay be taken* The prinary function of the assistant to 
the duty of floor will be to provido necessary clerical and stenographic 
assistance* 


5. The Assistant Directors of* Offices, Chiof-of ICAPS, and Executive 
for P&A rill flubrdt to the So^nrttary to the Director not lator than 
1200 hours on the Friday preceding Saturday or Sunday duty, and not 
later then 1200 hours on tho day preceding a holiday tour of duty, a 
stand-by lint of two individuals who can be contacted, together witit 
thoir hone address and hone tolophcnc nunber* i/horc offioos naintain 
a full-tinu duty officer on Saturdays, Sundays or Holidays, his nano 
and telephone nunbar nay be sutnitted in lieu of the above* Tho 
Soorotary to the Director will then place these addresses in the duty 
offioor’o book whioh will also include a list of all persons entering 
offices on Saturdays, Sundays, or Holidays, one copy of CIG Henorandurt 
'Heu»~29 T one copy of CIG. Security Regulations, RES?HIjCTED porsenr^ol u 
rosters, and .necessary tolcnhono dlrcotorlqs»| 


25X1A 

25X1A 


25X1 

25X1A 


25X1 A 


25X1A 


25X1A 


ILLEGIB 


6# The duty offloo r or hie assistant will roport to tho Secretary to 
the Director, Room 7135, at 1600 hours on the Friday proooding Saturday 
end Sunday duty or on the day prooeding holiday duty to be brief od 
relative to tho use of telephones and to rcooivo any spooial instructions 
rolatlvo to tho Dirootor's offloo* 


( 1090 ) 
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25 X 1 A 


25 X 1 A 


25 X 1 A 




lEsracrEp 

- 2 - 


o 


to cxohoncc tour, of 

person to relieve h ^ ' nC tour ° f (!uty thc nano S Sf * 


80 Thc ('uty qffioor will 

Of all offioco in thuf -^ko a thnrmrh -''-urity chook ot 1700 hours 

ac? r 4V^ 

2 ^ork 0 JrX oVrT^ - 

•’cpnrturcs In thc duty offlocr'j book!/ 0808 Wi l UBt 0,6 arrlvQla and 

'^Sl'2 r^‘\TomSoti^ 1 of°r- t h 1 ‘t r<oth J n 3 hlfhor than .TUSTSICIE 
the desk of thc Score tary to th< °n ,!uty ' ” U1 bf lcft on 

roon will be locked. AU other eW.irfj 1 " 1*°°” 7136 aftcr which the 
the duty officor's porsanul^afo at ratorAal u "i 1 * bc P^cod in 

tamed over to Executive t 1? 5? b rs 0,1 thc Ca ? °f <taty enj 

norrol work day, C^atry for distribution by 0845 thc followii 


conpensatcry tine off'or'^id^yertiro^ 1 ^ thi “ <Uty nny bo C ivcn 


rot mr. dibectop of central ocelli gehce, 


hxooutiTo for Personnel 

cji'l Ac!ninictratlcn 


AT 7 AQI 1 X?fTS: "one 

nisraBUTioth a 
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CENTRAL INTELLI GENCE AGENCY 
Washington, D. C„ 


ADMINISTRATIVE INSTRUCTION 
NO., I 1 


SUBJECT: Staff Duty Officers. 

(This rescinds Administrative Instruction No.f 
ber 19li7.) 1 


25X1 A 




27 April 19a8 


TOf 


dated 26 Septem- 


25X1 A 
25X1 A 


25X1 


!• Staff Duty Officers . 

, . , a ; The Assistant Director for Reports and Estimates will pro- 
vide from the personnel of his office a daily CIA Staff Duty Offi- 
cer on a 2i4-hour basis to handle all matters arising during off- 
duty hours requiring CIA action (except matters -pertaining to ths 
Oiiice oi Special Operations). 

on) ^ Staff Duty Officer 'will be located in Room 

20l|6 M Building, with telephone numbers as indicated below: 

CD 

switchboard 


CD 

switchboard 


- For calls not routed through the CIA 


I- For calls route* through the CIA 


c. The Assistant i ire c tor for Reports and Estimates will in- 
’ beW ap p ropr iat e intelligence officials of the agencies listed 
below of the . above location and phone numbers, any changes occurring 

^^ n , J + f nd W di 1 ®, stabllsh an X necessary operating procedures in 
coordination with those agencies : 

Department of State 
Department of the Army 
Department of the Navy 
Department of the Air Forces 

responsibility^for^^ ^ Administration and Management Is charged with 
the Sirecto? ding perSOnnel for off “ d ^ r hours duty in. toe office of 

(1) From 1700-1600 hours on each normal duty day. 

(2) From 0839-1700 hours on each non-duty day, 

b. Providing any required transportation for use by CIA Staff 

RESTRICTED 
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Buty Officer and/or personnel indicated in paragraph 2a above, 
c. Appropriate instructions to switchboard operators. 

CIA Stiff T Duty S 0ffic2s? ireCt ° r f ° r ** P ° rtS and Sstimates *>r 
b. Data in these books will includes 

«4m5£FK K“T’ lnol " dine " Mns of *■**«»- 

n> Fr ° pdrod b y the Executive for Inspection and Security. 

Of iv (ScTSoS” 3c 1 LT»d^ZTof 8 i.*SSt : «“ S 1 ), 

js„TSiSf."SLr lativ - to h “ aii ”« ■* 

C5) Availability and location of transportation. 

ant DiectoffirSSrL^S^im? Staf f Chief wil1 Ornish the Aesist- 
senior individuals fsa^?+ ^ ®! ™ th & llst of at leasb six ('6) 
off-duty hours should occasion be contacted during 

Chief and his deouty should h P i n .i P i } s f ;LS tsnt Director ar Staff 
current at all times. U ed in thls list > which must be kept 

rfdition°to 1 S,S“ u t^ a fL£2.Sf lM ‘' 8 *° wrf ™ this 4»ty in 
Asnistort m «S Sr teS, InfvSA" *!“> of the 

overtime at authorized rate- for ^ each case > be paid 

tory leave. noriZed rate - foi such duty or be granted cempensa- 

separate instructions coTO^^virt^Hof^ndr^d 6 ^^ 1 ^ 11 iSSU ° 
for off-duty hours duty i„ the" “ kl 

arnte^Tuf*^ 
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essential service by the Office of Special Operations. 
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25X1 


R-E-S- T-R-I-C-T-E-D : 


CENTRAL INTELLIGENCE AGENCY:',. ' 
Washington, D.C. 


ADMINISTRATIVE INSTRUCTION 
NO. | | 

SUBJECTS Staff Duty .Officers. • 

RESCISSION: Administrative Instruction No. I 


25X1A 



25X1A 

25X1A 


dated 27 April 1948. 


1. Staff Duty Officers 

a. The Assistant Director for Reports and Estimates will 
provide from the personnel of his office a daily CIA Duty Of- 
ficer on a 24-hour basis, to handle all matters arising during 
off-duty hours requiring CIA action (except matters pertain- 
ing to. the Offices of Special Operations and Policy Coordination.) 


b. The CIA Duty Officer will be located in Room 2046 11 If* 
Building with telephone numbers as indicated below: 


( 1 ) 

CIA :awit<| 



switchboard# 


■ for calls not routed through the 

<• 

• for calls routed through the CIA 


o. The Assistant Director for Reports and Estimates will 
inform the appropriate intelligence official's of the agencies 
listed below of the above location and phone numbers, any. 
changes occurring therein, and will establish any necessary 
operating procedures in coordination with those agonoiesj 

Department of State 
Joint Chiefs of Staff 
Department of the Army X * • 

Department of the NaVy 
* Department of -the Air Force 

. Atomic Energy. Commissi on 

d# A primary function of the. CIA Duty Officer will be to . 
insure that the Director is personally informed of all matters 
arising during off-duty hours of sufficient importance to war- 
rant his. personal knowledge*. . • 

2# The Services . Off icer .will provides 

a. One passenger automobile arid- chauffeur- to be at the' call- 
of the CIA Duty Officer during all off-duty hours, including 


R-E-S-T-R-I- C-T- E- D 
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R-E-S -T,-R-I-0-T-E-D ' ' 


Saturdays, Sundays and , holidays . 

b. Telephone service on the same basis as above, with all 
incoming calls being routed to the CIA Duty Officer during off , 
duty hours » 

(1) Calls from the White House will bo routed to the 
CIA switchboard when the Director's office does not answer 
a direct call* Such calls will be given priority routing 
to the CIA Duty ’Offioer by the telephone operator on duty 
at the board# 

3. a. Duty Officer Books containing specific a " d 

required general information will bo prepared and kept p 
date by: 

(1) Tho Personal Assistant to the Director. 

(2) The Assistant Director for Reports and Estimates 
for CIA Duty Officers. 

b. Data in these books will inoludes 

(1) Security instructions, including means of identifi- 
cation, prepared by tho Chief of Inspection and Seourity. 

(2) Locations and telephoive numbers of individuals 
available for oall to handle matters pertaining to their 
responsibilities, both in CIA and other agencies. 

( 3 ) instructions relative to unavoidable absence from 
posts of duty (lunch hours, piokup and delivery of important 
messages). 

(4) Operational instructions relative to handling of 
matters requiring immediate attention. 

(5) Availability and location of transportation. 

4. Civilian employ*.* who porform duty as CIA Duty Officer in 
addition to normal duty assignments may,, in .the discretion of th - 
sistant Director for Reports and Estimates in each case, bo paid ° sr _ 
time at authorized rates for- such duty or bo granted compensatory loav 

5< Ea ch Assistant Director and Staff Chief -will furnish the As- 
sistant Director for Reports and Estimates with a list of at least 
six (6) senior individuals assigned to his activity who c an be con- 
tacted during off-duty hours should occasion arise. ^^ssistant D 
rector or Staff Chief and his deputy should bo included in this list, 

which must be kept current, at all times i . 


r-e-s-t-r-i-c-t-b-p 
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R-E-S-T-R-I-C- T-E-D 

6. The Assistant Directors for Special Operations ^Policy 

Coordihationvn.il issue separate instructions 7 services 

dutv officers for their offices including essential CK services 
provided by the Office of Special Operations. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



Captain, usiu 
Executive 


25X1A 


DISTRIBUTION: A 


R-E-S-T-R-I-C- T-E-D 
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CONFIDENTIAL 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


25X1A 

25X1A 

25X1 A 


ADMINISTRATIVE 

NO. 


INSTRU CTION 


$ January 1991 


SUBJECT: Watch Policy- (Effective 9:00 AM Monday, 8 January l?9l) 


RESCISSIONS: 


Administrative Instruction I I dated 1 July 19U9. 

Notice | | dated 29 November 1990. 


1. a. Denuty Directors, Assistant Directors, and Administrative 
Office Chiefs will be available for duty on an "on call" basis 
during all off-duty hours, and are responsible for informing _ the 

(, "/fetch Officer where they, may be reached if at other than their 
home telephones. A senior representative may be designated, when 
necessary, in which case the responsible official will notny the 
'latch Officer, It will then be the responsibility of tho desig- 
nated representative to keep the Watch Officer informed where he 
may be reached if other than at home. 

b. Each official indicated above vail furnish the Assistant 
Director for Special Services his home address and telephone num- 
ber, and the names, home addresses and telephone numbers of all 
senior representatives of Ills office who may be designated under 
this policy. 

2. The Assistant Director for Special Services shall: 

a. Maintain a CIA Watch Officer during all except normal work- 
ing hours in Room 2028 Que Building, with telephone numbers indi- 
cated belovr: 

for ordinary inside calls. 

.as been reserved for calls originating 

outside the Agency. 

b. Inrorni the Executive Secretary, National Security Council, 
and the IAC agencies of the above roon location and telephone 
numbers . 

c. Establish necessary operating procedures, including: 

(1) Essential coordination with the Latch Officers of O.C 
and OS O • 


CONFIDENTIAL 


25X1 


( 1 ) 

( 2 ) 
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CO 1 IFIDITJTIAL 


(P) Arrangements -with the Director 1 n office for officials 
to bo contacted in connection vdth natters believed to be of 
sufficient importance to warrant the Director* s attention. 

3. The Chief, Administrative Services, will provide: 

a. Necessary telephone service and routing of calls as requested 
•by the Assistant Director for Special Services. 

b. Automobile and chauffeur service on call of the ClA Vfatch 
Officer. 

. , FOR ms DIRECTOR OF CENTRAL INTFLLIQENCE: 


25X1 A 


MURRAY HcCONilEL 
Deputy Director 
( Adninis tra t ion ) 


I) 1ST: 2 ' 



CONFIDENTIAL 
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RESTRICTED 

CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


p' 


. ADMINI STRAT I Vlt INSTRUCTION 

25X1 A M WW/X , 

ITOVIBER // I I 


26 ScT)to?nbor 1947 


SUBJECT ! 


Duty Of fleers 


(This Memorandum rescinds CIO Memorandum No. Q dated 19 May 1947, 
and GIG Administrative Order No. | | dated 15 November 1946.) 


, I* T' or the P 4 ^f>osc! of handl Ung urgent matters which may arise during 
off-duty hours, t j<o foilwing aapdgnmonts arid procedures will bo followed i 

rby 0P.fi /era 


✓ i 

v 



(1) The/ Personnel Branch, A&M, will publish monthly duty 
rosters of /Executive and CIA duty officers with homo addresses 
and telephone njjjtfbttrs. Separate rosters will be maintained for 
3 atur daSry-Su^dfy and holiday duty. 

(2) f Exe gu t officer roster will be comprised of em- 

^oyoezv of the. Exo^Mr vo Of.fi oos and I CAPS, in grades p*6, CAF-12 
and higher, located\in [ i Building., and all Assistant 

Directors, Deputy A sKa.^uvt; Directors, the General Count ol and 
Assistant General Couns els^V 


(3) CIA duty officer Vaster will be* comprised of all other 
CIA employe os in grades of P^0v^ff-18, and above. 

- C ' 

(4) Any exchanges in as signed jjjatea desired for personal 

convenience ran be effected by mu ttia-ly agreement with another duty' 
officer and notification to the Personnel Branch (extension [ j 
of the change.* ^ 1 1 



b • ’ Exo cu ti vo Duty Officers. 

> ~ { 

i 

The Executive duty officer will remain Vy£?l able for call at 
his residence, notifying the CIA duty officer and CIA telephone 
operator in the event of the noccssity to lonVe. Jiis residence ifi 
an emergency or in conjunction with CIA offioiaC ^M 



RENDII 


BLEED PE 
ORDER. M 


for 


c* . CIA Duty Officers (Effective 1 November 1947) 

(1) CIA duty officer s will report Monday through Friday to 

Room 7135 | | Building, at 1630 and remain on duty 

until 1800; and Saturdays, Sundays and holidays from 0830 to 1700. 

(2) A clerical, assistant, in grade ,CAF-6 or below, will be 

available from 0830 to 1700 in Room 7135 [ |on Sat- 

urdays, Sundays and holidays, to provide necessary stenographic 
assistance. The clerical • duty roster .will .bo prepared and pub- 
lished by the Personnel Branch, A.&M. 


CIA GENERAL 

□ 


RESTRICTED 


(225S) 


25X1A 

25X1A 


25X1A 

25X1 


25X1 A 

25X1A 

25X1A 
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25X1 A 


RESTRICTED- 

- 2 - 

(3) The CIA duty of floor, after leaving the office, will pro- 
ceed to his residence ond remain available until 080Q to take all 
incoming: calls for CIA, taking such action as is required. Whore 
necessary he will contact the Executive duty officer or a repre- 
sentative of the particular office concerned. In the event neither 
of tho abovo is available, he will contact any person on the list 
of those authorized to servo as Executive duty officers. In the 
event of a call requiring delivery of a message or document, ho 
will arrange immediately to pink' - up the message or document, ex- 
amine the contents, and complete . any required immediate action. 

TJp.on completion of such action message or document will bo 
filed in a secure location, in accordance with CIA Security 
Regulations. 

(4) The Cl A duty of ficor -assigned for Saturday, Sunday, or 
holiday duty will report to tho Personal Assistant to the Director, 
Room 7135, on Friday preceding duty day, or the day before holiday 
duty, to receive any special instructions. 


(5) A duty officer T s log will bo prepared and kept in Room 
7135 containing further detailed instructions, including a perma- 
nent list of persons in individual offices who can bo contacted 
with regard to matters affecting that office. Each .Assistant 
Director and staff chief will submit to the Personal Assistant to 
the Director immediately a list of not to exceed, six individuals 
assigned to his activity who can be contacted, if necessary, on 
official matters outside of office hours* Changes will bo reported 
'whenever appropriate. 

(6) All civilian personnel who arc detailed for Saturday, Dan- 
day and holiday duty may bo given compensatory time off or paid 
overtime . in a ccordance with the provisions of CIO- Administrative 

0 rd : r No . □ dated 13 November - 1946. 

. 2 * Telephone Service. The night telephone operator, on duty, upon 
receipt of a call , wii 1 endeavor to roach the person desired. If this is 
impossible, and tho call is official, she will record the name and telephone 
number of tho person calling and inform tho CIA duty officer. Tnis record, 
including tho time the call was received, and tho duty officer to whom the 
call was referred, will be reported to the chief operator tho following - 
morning. Tho chief operator will, maintain a file of those reports in her 
office. 


3. Transportation. Government transportation will be. available to 
duty officers when necessary in the-; performance of thoir duty, and may be 
obtained by calling I I 


FOR .THE DIRECTOR OF • CEN TRAL INTELLIGENCE:^ 


i^xocuvivu lur 


. Administration and Management 

ATTACHMENTS : None 
DISTRIBUTION i All CIA Employee 
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RESTRICTED 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


ADMINISTRATIVE INSTRUCTION 

no, \r“ — I 


SUBJECT: Staff Duty Officers . . 

(This rescinds Administrative Instruction No, 
ber 19U7.) \ 



I T dated 26 Septem- 25X1 A 


Staff Duty Officers , \ ' 

^ X1A L ^ L l vidp a ;.i h ^ A5SiStSnt ? ir !^° r Re ^ orts and Estimates will pro- 

Mde from the personnel of. his off ice a daily CIA Staff Putv CfVi 

' ff T a 2,4-h6u f ^ asis t0 h . a ndle all matters arising Airing off-* 

• a0t A b " ^ except mattel ’o pertaining to the 

v tui ice of upecial Operations)* \ 



20li6 b HM»^i? ly Tluty ‘Of ficer -will be located in Room 

2JR6 M building, with telephone '-nambors as indicated below: 


CD . 

switchboard, 

( 2 ) 

switchboard. 


- For calls, not, routed through the CIA 

- For calls router? through the CIA 


•fv.™ C +v, Th ® As8i f/® nt nire °tor for Report? and Estimates will in- 
JFJ* appropriate, intelligence officials -.of the agencies listed 
therein ^ ph ° ne n^bers, any changes ' occurring 

icoStSn X ?S:faSSr CeSSa ^'°T tine Pr0CedU " S “ 

\ i ' Department of State \ • 

"'■~J / Department of the Army v 

/ Department. of the Navy 

I Department of the Air Forces \ • . , * 

responsibSit^lorf^ Admillistratio n>d Management is charged with 

f , V 

the MrefcS ding perSonnel for °^~duty . hours duty in -the office of 


j(±) From 1700-lfiGO hours on each normal duty' day, 

/ C2) From 0830-1700 hours on each non- duty -day,-; 
b. Providing any required transportation for use by CIA Staff 

RESTRICTED 


-1-' 
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Duty Officer and/or personnel, indicated in paragraph 2a above.. 

o « Appropriate instructions to switchboard operators# 

3© a# Duty Officer Books containing specific instructions and re- 
quired general information will be prepared and kept up to date by: 

(1) The Personal Assistant to the Director for those indi- 
viduals detailed for off-duty hours duty in the Director's of- 
fice . 


(2) The Assistant Director for Reports and Estimates for 
CIA Gtaff Duty Officers. 

b. Data in these books will include: 

(1) Security instructions, including means of identifica- 
tion, prepared by the Executive for Inspection and Seorurity, 

(2) Locations and telephone numbers of individuals avail- 
able for call to handle matters pertaining to their responsi- 
bilities, both in CIA and other agencies, 

(3) Instructions relative to unavoidable absence from posts 
of duty (lunch hours, pickup and delivery of important messages) 

(li) Operational instructions relative to handling of mat- 
ters requiring immediate attention, 

(5) Availability and location of transportation* 

3o Each Assistant Director and Staff Chief will furnish the Assist- 
ant Director for Reports and Estimates with a list of at least six (6) 
senior individuals assigned to his activity who can be contacted during 
off-duty hours should occasion arise 0 The Assistant Director or Staff 
Chief and his deputy should be included in this list, which must be kept 
current at all times, 

lu a. Civilian CIA Staff Duty Officers who perform this duty in 
addition to normal duty assignments may, in the discretion of the 
Assistant Director for Reports and Estimates in each case, be paid 
overtime at authorised rates for such duty or be granted compensa- 
tory leave o 

b. The Executive for Administration and Management will issue 
separate instructions covering overtime of individuals detailed 
for off-duty hours duty in the office of the Director 0 

The Assistant Director for Special Operations will issue sep- 
arate instructions providing for daily 2ii-hour duty officers for and 


- 2 - 
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} 


essential service by the Office of Special Operations. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Executive i or 

Administration and Management 


DISTRIBUTION: A 


25X1 A 
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25X1 A 


25X1 A 
25X1 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D.C., 



ADI/EE NTS TRAT I VE INSTR U^rm t 


NO. 


\ 


SUBJECT: \staff Duty. Officers. 
RESCISSION:\^dmini strative Instruction 

1 « Staff Aputy Qffj ce r s 


X 


1 July 1949 


dated 27 April 1948. 

// 


\ / . 

a. The Assistant Director for Reports And Estimates will 
provide from/the personnel of his office a daily CIA Duty Of- 
ficer on a 24rhour basis to handle all matters arising during 
off-duty hours ^requiring CIA action (except matters pertain- 
ing to the Offices of Special Operations and Policy Coordination.) 

b. The CIA Duty Officer will be. ''located in Room 2046 !, M" 
Building with telephone numbers as indicated below: 


( 1 ) 

CIA swit 


... (2) , 

sw i*fc chb oalrd • 


for/ cal Is not routed through the 
|- for calls routed through the CIA 


*\ fj . 

;.y/. 

• C * Assistant Director for Reports and Estimates will 
inform the appropriate intelligence officials of the agencies 
listed below of the above/ location and phone numbers, any 
changes occurring therein,' and will establish any necessary 
operating procedures in coordination with those agencies; 

// \ 

Department of State 

Joint Chiefs of S^aff 
Department of the Army 
Department of the Navy 
./ Department of the Ain Force 
Atomic Energy Commission 


prisma 


; d * A Palmary function of the CIA Dutft Officer will be to 
insure th^tthe Director is personally informed of all matters 
arising ^during off-duty hours of suff icient /importance to war- 
rant his personal .knowledge,, \ 


/ 

2« /The Services Officer will provide: 


\ 

\ 

a. One passenger automobile and chauffeur to; be at; the call 
of the CIA Duty Officer during all off-duty hours,/ including 
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Saturdays, Sundays and holidays. 

b. Telephone service on the same basis as above, with all 
incoming calls being routed to the CIA Duty Officer during off- 
duty hours . 

(l) Calls from the White House will bo routed to the 
CIA switchboard when the Directors office does not answer 
a direct call. Such calls will be given priority routing 
to the CIA Duty Officer by the telephone operator on duty 
at the board© 

3. a. Duty Officer Boolcs containing specific' instructions and 

required general information will be prepared and kept up to 
date bys ? 

(1) The Personal Assistant to tho Director. # 

(2) The Assistant Dire ot or for Reports and Estimates 
for CIA Duty Officers. 

b. Data in these books will includes 

(1) Security instructions, including means of identifi- 
cation., prepared by the Chief of Inspection and Security. 

(2) Locations and telephone numbers of individuals 
available for call to handle matters pertaining to their 
responsibilities, both in CIA and other agencies# 

(3) Instructions relative to unavoidable absenoo from 
posts of duty (lunch hours, pickup and delivery of important 
messages)© 

(4) Operational instructions relative to handling of 
matters requiring immediate attention. 

(5) Availability and location of transportation. 

4. Civilian employees who perform duty as CIA Duty Officer in 
addition to normal duty assignments may, in the discretion of the As- 
sistant Director for Reports and Estimates in each case, be paid over- 
time at authorized rates for such duty or be granted compensatory leave 

5# Each Assistant Director and Staff Chief will furnish tho As- 
sistant Director for Reports and Estimates with a list of at least 
six (6) senior individuals assigned to his activity who con be con- 
tacted during off-duty hours should occasion arise. The Assistant Di- 
rector or Staff Chief and his deputy should be included in this list, 
which must be kept current at all times. 

G\ Z Kd L inn 6!~6l 
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R-E-S-T-R-I-C-T-E-D 

6. The Assistant Directors for Special Operations and Policy- 
Coordination will issue separate instructions for daily- 2U-hour 
duty officers for their offices including essential CIA services 
provided by the Office of Special Operations. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1 A 

Captain, USN 7 
Executive 
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CONFIDENTIAL 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 



ADMINI3TRAT I VE INSTRU CTION 5 January 1951 

NO. [— 

SUBJECT.: Watch Policy.. (Effective 9:00 AM Monday, 8 January 1951) 

RESCISSIONS : Admini strative In struction I I dated 1 July 19k9» 

Notice | | dated 2? November 1950. 


25X1 

25X1 


1. a. Deputy Directors, Assistant Directors, and Administrative 
Office Chiefs vail be available for duty on an "on call" basis 
during all off-duty hours, and are responsible for informing the 

SATatch Officer where they may be reached if at other than their 
home telephones, A senior representative may be designated, when 
necessary, in which case the responsible official will notify the 
.Watch Officer. It will then be the responsibility of the desig- ; 
nated representative to keep the Watch Officer informed where he 
may be reached if other than at home. 

b. Each official indicated above will furnish the Assistant 
Director for Special Services his home address and telephone num- 
ber, and the names, home addresses and telephone numbers of all 
senior representatives of his office who may be designated under 
this policy. 

2. The Assistant Director for Special Services shall: 


a. Maintain a CIA Watch Officer during all except normal work- 
ing hours in Room 2028 Que Building, with telephone numbers indi- 
cated below: 


(i) 


for ordinary inside calls. 


(2) | | has 

outside the Agency. 


been reserved for calls originating 


b. Inform the Executive Secretary, National Security Council, 
and the IAC agencies of the above room location and telephone 
numbers . 

c. Establish necessary operating procedures, including: 

(1) Essential coordination with the Watch Officers of 0PC 
and 030. 


} CONFIDENTIAL 
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CONFIDE! IT IAL 


(2) Arrangements vdth the Director's office for officials 
to be contacted in connection with natters believed to be of 
sufficient importance to warrant the Director's attention* 

3* Chief, Administrative Services, will provide: 

a. Necessary telephone service and routing of calls as requested 
•by the Assistant Director for Special Services. 

b. Automobile and chauffeur service on call of the ClA ‘^atch 
Officer. 

' : FOR THE -DIRECTOR 0 f CENTRAL INTELLIGENCE: 


25X1 A 


MURRAY McCONNEL. 
Deputy Director 
(Administration) 

DIST ; • 2 



i 

i 

}■ 
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ADMINISTRATIVE INSTRU CTS: 

SUBJECT* Staff Duty Omoorg> 
RESCISSION; Administrative Instruotionj 

1# Duty QfT-} nnt .„ 



1 July 1949 


^ted 27 App*l 1948 . 


ficor^on^o °24 t ^° P °f s 2"? 2stimatss will 
off-duty hours r ? a r i3 t0 tondlo :g°® a dail y CIA Duty™ 
ins to cg&Zft*' %£?&££? 

aau,v &LT 2046 "* 

(l) 


(1) I 

'BIAtstrtt * f °r calls not 4., 

• uted tliroughthe..; 

(2) 

»it«,b..U 1 -lit routed thr,u s b t*. ou 

-s-isaia “H~2- 

Department of state 
Joint Chiefs of Staff 
Department of the inm, 

Department of the JS 

d _ loLtehln 00 

^iBlag^ri^ 9 o?e r J^ or (.^^“^Sy^omed^f Wil1 b ® to 

2 ‘ S ° m “* "»«• «u provide; 

- - «& 
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Saturdays, Sundays and holidays. 

b. Telephone sorvioo on the some basis as above, with all 
duty ra houref n b ° inE r ° Ut9d t0 ths CIA om ° 01 ' during off. 

„ T . Calls from the White House will be routed to the 

A mritohboard when the Director's office does not answer 

L IZ rrTi 1 : ° allB Wl11 b0 Given priority rout^g 

at the bSrdlf y °° r by th ° tele P hone °P°rator on duty 

f * a. Duty Officer Books containing spooifio instructions and 
datcTby: G ° n0ral infornation 17111 b ® Prepared and kept up to 

(l) Mae Personal Assistant to the Director. 

for Si d 2£ S&SS Mr ' 0t0r ,w «>■> «*-*.. 

b. Data in these books will includes 

(1) Security instructions, including means of identifi- 
cation. prepared by the Chief of Inspection and Security. 

turn-ni!?,! L ° oatioils * nd telephone numbers of individuals 
ailabl© for ©all to handle matters perbaininr to thoir 
responsibilities, both in CIA and other ageS. 

-instructions relative to unavoidable absence from 
me«sages). U 7 ^ luHoh hours » Pickup and delivery of important 

Operational instructions relative to handlin g of 
matters requiring immediate attention. S 

(5) Availability and location of transportation. 

.j.f* Civilian employees who perform duty as CIA Dutv off i 

6. Each Assistant Director and Staff Chief will f,,~vi , 

Director for Boporto „d SSV 

which must be kept current at all times. iirt » 


R-E-S-T-R-I-C-T-E-n 
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6. The Assistant Direotor for Spooial Operations win. issue 
separate XstrStions providing for daily 24-heur duty officer. for 
and essential service by the Office of Special Opeiations. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE l 


Deputy Executive 


25X1A 
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,.IQ — 

c 

| 



DATE 

2 
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3 
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r n nil 


INITIAL* 
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a 

3 





I Ia pPROVAL CHI INFORMATION CHI SIGNATURE 
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FILE 
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